
COURT OF APPEALS 
 

Job Description 
 

 JUDICIAL ADMINISTRATIVE ASSISTANT 

 

DEFINITION 
 

Acts as confidential administrative assistant to a judge of the Court of Appeals.  Works under 

minimal supervision with discretionary decision making responsibilities within their area of 

expertise.  Exercises independent judgment while assisting a judge with the court’s operation and 

at the direction and control of the judge, may assist with other court functions. 

 

 

TYPICAL WORK 

 

(Note:  The following is a listing of typical duties; the actual duties of a position may not 

include all those listed or may include other work of a similar nature.) 

 

As a confidential administrative assistant to a judge of the Court of Appeals, processes letters, 

orders, opinions and other correspondence.  Answers telephone inquiries, develops and initiates 

procedures to facilitate management of the judge’s office, keeps the judge informed of 

significant and important items requiring review or action, calls attention to deadlines, maintains 

files of correspondence and records. 

 

Maintains judge’s brief packets for cases set for oral argument, maintains records of judge’s 

dockets and writing assignments; tracks the date of oral argument, distribution, signing and 

issuance of opinion; tracks petitions for review to the Supreme Court.  Prepares work files for 

judge’s writing assignments. Arranges conference file for judge; indexes and arranges opinions, 

writs, and petitions for rehearing; removes all documents from case files and makes proper 

disposition thereof. 

 

Finalizes prehearing memoranda; processes drafts of opinions, edits and proofreads for errors; 

circulates opinions and duplicates for distribution.  

 

Finalizes opinions and processes them for judge’s signature.  Verifies all case citations and 

quotations for accuracy, checks all facts of the case with the trial court record, checks for proper 

grammar, edits and proofreads for errors, reviews for adherence to prescribed style and legal 

terminology, verifies all errors raised in the appellant’s brief have been addressed in the opinion.   

 

Checks advance sheets for accuracy of judge’s opinions and notifies publishing authority of any 

changes; circulates headnotes from publisher to law clerks and judge to check for accuracy. 

 

Provides orientation to law clerks regarding policies and procedures of the individual judge, 

maintains a close working relationship with the law clerk in finalizing work, arranges meetings 

between law clerks and judge, coordinates and prioritizes work flow as directed by the judge. 



 

Works closely with the clerk’s office personnel regarding all motions circulated to judges, office 

procedures, and oral argument docket setting. 

 

Composes orders of routine nature, including orders on opinions and motions being circulated 

through clerk’s office.  

 

Maintains judge's law library, including filing and indexing of volumes, supplements, and 

periodicals; corresponds with the Washington State Law Library to order books. 

 

Arranges travel accommodations for judge and other court personnel and prepares travel 

vouchers. 

 

Performs other duties as required. 

 

 

As a Judicial Administrative Assistant to the Chief Judge or Presiding Chief Judge: 

 

When serving the Chief Judge of a Division or Presiding Chief Judge of all three Divisions, 

responsibility is greater in the following areas: 

 

Monitors the filing of opinions; maintains records on all motions circulated to a panel of judges 

for consideration, including Motions for Reconsideration, Motions to Modify Commissioners’ 

and Clerk’s Rulings, Motions to Dismiss for Untimely Filing and motions for orders changing 

opinions, and Personal Restraint Petitions. 

 

Makes necessary arrangements for pro tem judges; maintains files with reference to Chief Judge 

and Presiding Chief Judge duties; schedules meetings and appointments for judge as 

representative of the Court. 

 

 

KNOWLEDGE AND ABILITIES 
 

Knowledge of:  principles of legal research and writing; secretarial and office management 

practices, procedures, and equipment; Washington State court system and procedures; relevant 

citation and cite-checking sources; legal terminology, forms, and documents; court rules; English 

grammar, spelling, punctuation, and arithmetic.  

 

Ability to:  compose correspondence and documents on complex matters; prepare reports and 

correspondence independently; exercise independent judgment and discretion in court business 

operations, to include: evaluating situations and making decisions; proofreading accurately; 

maintaining confidentiality and being sensitive to problems and issues; establishing and 

maintaining effective working relationships with judges, commissioners, law clerks, court clerk 

and others; learning, applying, and interpreting court rules and policies and procedures; word 

processing and e-mail software, typing rapidly and accurately; and understanding and following 

written and oral instructions. 



 

MINIMUM QUALIFICATIONS 
 

Two year Associate of Arts degree in legal secretarial science or related field or a paralegal 

degree; AND five years' experience as a legal secretary or paralegal, executive secretary, or 

confidential administrative assistant.  At the discretion of the hiring judge, a legal secretarial 

certificate or equivalent may be substituted for an AA degree or paralegal degree on a year-for-

year basis. 

 

Paralegal experience or administrative legal experience may be substituted for the education on a 

year-for-year basis. 

 

Word processing skills required. 

 

FEDERAL FAIR LABOR STANDARDS/WASHINGTON STATE MINIMUM WAGE 

ACT 

 

Judicial Administrative Assistants are exempt from the Fair Labor Standards Act and the 

Washington State Minimum Wage Act. 

 

 

Range: 52 
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